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PRISM 2007 – Learning Objectives

At the end of this session you will be able to:
• Locate Checklists and Worksheets on the PRISM 2007 

Toolbar
• Know by whom, when and where the 

checklists/worksheets are completed
• Create and complete checklists/worksheets 



Using Worksheets and Checklists

• Protocol Worksheet
• Observation Worksheet

– Observation Data Gathering

• Age  and Income Eligibility Review and Guidance Forms
– Child Records

• Report Coordinator Checklist
• Team Leader Checklist
• Delegate Checklist

– Center Checklist



Worksheet/Checklist 101

Worksheet Who What
All 
Reviewers

Data during site visits

Record Observations 
during classroom visits

Monitor age/income 
compliancy

Confirm closure 
report/review in field

Confirm report/data 
completed

Delegate/center 
information for review

ECD 
reviewer

RC

RC

FTL

Delegate RC Before Review Delegate and 
center info.  

Protocol

Observation

Age/Income

RC

FTL

When Why
Anytime during 
review

Data Collection

during 
classroom 
observations

Data Collection

During File 
Review

Data and 
Summary

End of Review Data 
Confirmation

End of Review 
or during review 

Data and 
Process 
Confirmation



Worksheets and Checklist

Access the various worksheets 
and checklists from the Tools 

tab.



Protocol Worksheet

• Optional Data Gathering Tool
• May be completed by all reviewers
• Notes entered may be copied to other areas of the 

Protocol and become evidence
• May be assigned to other team members



The Protocol Worksheet
is an optional tool for data gathering. 

Information gathered in this worksheet can 
be copied and pasted into notes within other

sections of the Protocol.  Multiple worksheets can 
be created by multiple reviewers.  



Complete all the questions on this worksheet (electronic version contains
the same information found on the paper version of this worksheet).

Notes may be created, edited by creator and 
copied elsewhere into the Protocol.  Multiple notes can be added

to a single Protocol Worksheet.  This is an optional tool designed to
facilitate data gathering. 

The individual worksheets are assignable to other members of a
Review team.



Observation Worksheet

• Data Collection Tool for gathering information 
during observations

• One observation worksheet should be created 
for each individual site

• A ‘new observation’ should be completed for 
each individual observation

• Standards cited here may be linked to findings in 
the Protocol



Create a single Observation Worksheet for each site
being observed.  Create “New Observations” for each 

observation within that site.  A green ‘check’ indicates the 
worksheet has been completed and there are no areas of 

concern. A ‘notebook’ icon indicates the Observation
is not complete. A red ‘x’ indicates an area of concern has been cited

during an observation.  





Based upon the site type 
selected, additional 

questions will appear.



Questions Based On Site Type



Questions Based On Site Type



Additional 
questions have 

appeared that are 
based on the site 

type selected.  
Some of these 

questions may be 
compliance 

questions with 
associated 

standard citations.



You must enter a note 
for every applicable 
answer.  By clicking 

the Standard link you 
may view the text of 
the standard. Please 
remember, Notes do 
not propagate to the 
Protocol, only to the 

Standard.  



Notes entered in one Observation
Worksheet will populate all other applicable

Observation Worksheets for this review.



The notes from one Observation Worksheet
will carry over to another Observation Worksheet

when applicable.  In this example, both Cassat and Picasso
Are Infant/Toddler Center based.  The notes entered under Picasso

have carried over to Cassat which is also an Infant/Toddler Based center.  
Degas is not an Infant/Toddler Based center therefore, the notes do not

Carry over to Cassat or Picasso.



Notes entered in the Observation Worksheet
follow the standard link back to the standards page.



Reviewers may now create a finding or add 
additional notes by clicking on the 

standard link.

Important: Notes entered in one Observation Worksheet will propagate 
to all other applicable Observation Worksheets.



New Findings created from citing the
standard associated with Compliance Question 

on the Observation Worksheet now appear on the
Findings tab.  All notes entered in the Observation
Worksheet or at the standard link have followed.



Paper version Observation Data 
Collection Sheet.



Create a New Observation for each observation
by clicking on the ‘New Observation’ button. 



An individual observation is created for each 
observation within a site.  You may have

multiple observations created for one single 
observation (site) worksheet.



Individual Observations 
for each site are listed within
the observation worksheet.



Again, icon indicators provide additional 
information – e.g. Red ‘x’ indicates

area of concern within an Observation Worksheet.



Age and Income Eligibility and Income Eligibility Worksheets

• Completed by Report Coordinator
• Guidance for sample collection and data documentation
• Comprehensive Instructions for completing Review 

Forms ensures consistency across reviews
• Electronic version (software) mirrors the paper version of 

the forms and guidance



Paper version



Explicit instructions for completing 
the Age and Income Eligibility Review Guidance 

and forms.



Explicit instructions for completing 
the Age and Income Eligibility Forms.



Guidance for selecting a sample size….



Each child record reviewed must 
be entered in the software.  Each record

is assigned a record number by the
software.



Individual records reviewed are listed individually on
the Background Questions Data Collection Worksheet.



Summary of Files reviewed
provides immediate information on

number of files reviewed, under age children, absence of signed 
eligibility statement, etc.



Delegate and Center Checklists

• You must create a Delegate for each Delegate within a review or 
each delegate associated with a Grantee.

• A default “Grantee” Checklist is automatically created. 
• There may be one Delegate with multiple centers or multiple 

delegates with multiple centers.
• You may select the sections of the Protocol for which these 

Delegates will be visited when creating the Delegate Checklist.
• You may delete a Delegate Checklist or a Center Checklist. 
• Complete instructions for completing the Delegate Checklist are 

located on the Delegate Checklist Instructions Page within the 
Protocol.

• The Delegate Checklists and associated Center Lists             
must be completed by the Report Coordinator prior to            
the review.



Delegate Checklists

Centers for each delegate checklist  need to be added 
through the delegate checklist.  You must create a 
delegate before creating a center.

When working with one grantee with multiple centers, 
enter centers for the grantee in the default “Grantee”
delegate checklist.



Select the Tools tab



Complete
the form with the 

appropriate information
including the Delegate 

Address, 
Program Type, and 

which sections of the 
Protocol 

will be looked at for this 
delegate.

Create one Checklist 
for each Delegate 
(multiple centers 

checklists may be 
created for each 

delegate).



Create a Center 
Checklist 

for each center within a 
Delegate.  

Multiple Centers can 
be created; however,

ensure that the centers 
are associated with the 

correct Delegate.



Delegates will now appear
in the order created on
your Delegate Checklist
Page.  Center Lists nest 

within the Delegate 
Checklists and are 

not displayed on this page 
view.



Within Note, select the Delegate
from the drop down menu.



After selecting
the Delegate, choose 
the Center from the
drop down menu.



Report Coordinator and Team Leader Checklists

• Each checklist to be completed by designated RC or 
Team Leader

• Completed at the end of a review
• Notes may be entered to substantiate information 

entered in checklists when appropriate



Team Leader Checklist must be completed by FTL at the 
end of the review to confirm adherence to the Protocol 

Process and the quality of the Preliminary Review Report.



Report Coordinator must complete the RC Checklist 
by the end of the review to ensure that all evidence has been

mailed to the Regional Office, that all reviewers have closed out 
of the review and confirm the quality of the Preliminary Review Report.  

The distribution list for the RC Checklist must be completed.



Worksheet/Checklist Whodunit

Worksheet Who What
Data during site visits

Confirm report/data 
completed

ECD 
reviewer

RC

RC

RC Delegate and 
center info.  

When Why
Anytime during 
review

Data Collection

During File 
Review

Data 
Confirmation

Data and 
Process 
Confirmation



Questions, Questions, Questions….

1. Mary RC has determined that 121 Child Records must be reviewed 
during the review week.  She knows this because she has looked 
at………..

2. Reba Reviewer is unable to select a center name when entering 
notes during a review. Franny Fiscal Reviewer is able to select the  
center without a problem. What is one reason that Reba cannot see 
a center that Franny can see in the Protocol?

3. True or False. Compliance questions in the Observation Worksheet
are optional and do not need to be answered.

4. True or False, the Team Leader no longer needs to indicate the 
review type on the FTL checklist.  

5. True or False.  The Protocol Worksheet is an optional data 
collection tool for reviewers but mandatory for Report Coordinators.

6. In which worksheet/checklist is the Report Distribution and Grantee 
Profile information entered?
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